ProgressBook v 7.0
Getting Started Guide

for Teachers

b “@ by Software Answers, Inc.

T+

August 2007



ProgressBook v 7.0 Getting Started Guide
for Teachers

© 2007 Software Answers, Inc. All Rights Reserved. This publication may be reproduced only in its
entirety by authorized users of the ProgressBook system.

Unauthorized reproduction, copying or transmission of any part of this document is a violation of federal
law.

ProgressBook is a trademark of Software Answers, Inc.

Software Answers, Inc.

www.progressbook.com
202 Montrose West Avenue, Ste. 290 www.software-answers.com
Akron, OH 44321




Table of Contents

Welcome to ProgressBook 1
LOQ iN tO ProgreSSBOOK ........ccciiiiiiiiiies e eee et e e e e e e e e e e e eeeannnn 1
Navigate ProgressBook 2
Teacher HOME PAge ........ouuuiiiii e e e e e e aeaens 2
WED SIte BANNEr ... 2
Class DashbOoard. ... 3
Grade BOOK Grid ......cooeeiiiiieiiiiie e 6
R P OIS . et 7
Grade Book Setup 8
PaSSWOId .......coiiiiiii i 8
g Fe TN [0 €TSS 8
ASSIGNMENT TYPES . ietiiiiiieiiteeeee ettt et aeee et e e eees b s es s e eebseeebebesnennennne 9
Calculation Methods and Weights................euuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieees 10
Grading Scale OPLIONS .....coceeeiiiiiiiee e 11
DETAUIL. .. 11
CUSIOM SEIUP L oo e 11
CUSIOM SEIUP 2 ..o e 11
ClASS LISt ..ttt 14
Attendance 15
Daily and Period AttendancCe............ccooeeeeeiiiiieiiiiic e e 15
ENter atteNdancCe........cooov e eiiieiice e 15
Period Attendance REPOIt...........uiiiiii i e i 16
0 o o T @ TU ] | £ 17
Comments 18
Student Profile Comments .............ccciiiiiiii 18
Daily COMMENTS .....cceeieiiiiee e e e e e e e e e e e e e e e e eeeeenes 19
Class Roster 20
Update Class ROSIEN ........iiii i e e e e e eeeeaees 20
Class ROStEr REPOIT........coooiiiiiiiiiiieeee 21
Assignments and Marks 22
TS o ] =] £ SRR 22
Add ASSIGNMENTS....euiiiiiiie e e e e e e e e e e e eeeenes 22
ASSIGNMENT MAIKS ...t e e e e eeeees 24
Enter assignment Marks ...........uuiiiiii e 24

Set assignment default marks...........cccoeveiiiiiiiiiiciii 25
Enter assignment marks on Grade Book Grid............ccccceeveeeeiiiiinnnnnn 26

ProgressBook v 7.0 Getting Started Guide iii



Table of Contents

Missing ASSIGNMENT REPOIT .....ccooeeeeeeee e 27
Grades 28
Interim and Report Card Grades ..........cceeveeeeeiiieeiiiiiiiee e 28
Enter Interim/Report Card grades by class ..., 28
Class Progress REPOI .........uuuiiiieeeiieeeiiiiie e e e 30
Student ProgresSs REPOIM......coei i 31
Gradebook Summary Report - Elementary ...........cccoeeeeeeeevvveeiiinnnnnn. 33
Lesson Plans 34
Create LeSSON PlanS ..........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiienninnnnnnnnnnneeeneneeennennes 35
Add standards to 1€SS0ON Plans ............ueuiiiiiiiiiiiiiiiiiii 37
Schedule 1eSSON PIaNS .........ovviiiie e 38
PriNt 1€SSON PlanS......ccoooeeeeeeeee e 39
LesSSON Plan REPOIt......ccccieiiieeeiie e 39
Index 40

ProgressBook v 7.0 Getting Started Guide



Welcome to ProgressBook

ProgressBook is a classroom management solution that integrates grade book, lesson plan
development, attendance, special education, and parent communication into one
comprehensive, web-based system. ProgressBook provides a user-friendly interface for
teachers, school administrators, cafeteria personnel, and others to track and maintain
student information. Class and student data is automatically populated into ProgressBook
from the school district’s student-information system, if it is integrated with one,
eliminating the need for data re-entry. ProgressBook supports standards-based reporting
which is essential in today’s education environment.

This guide provides the information necessary to get started using ProgressBook and
perform some basic tasks.

Log in to ProgressBook

Before you start using ProgressBook, you will need to log in. Before you log in, contact
your ProgressBook system manager for the login address or URL of the ProgressBook
Web site, as well as your login information.

1. Type the code representing your district in the District ID field.
2. Type your user id in the User ID field.

3. Type your password in the Password field.

4. Click Login.

Login

e —
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Navigate ProgressBook

Teacher Home Page

The Teacher Home Page is the first screen that appears when you log in to ProgressBook.
The column on the left side of the screen displays the classes assigned to a teacher in the
student-information system. The Features column provides access to various
ProgressBook functions. The column on the right provides access to reports and grade
book setup options.

Grade Book | Special Services | Help | Logout

OGressBi
by Software Answers, Inc. Teacher Home Page

Welcome Mrs_ J. Teacher1

Classes Edit List Features Reports
English Gr 11: 01 Seating Chart ‘Class Progress Report ~
English Gr 11- 02 Daily Attendance (HR)
Mathematics Challenge Lunch Counts fun
Period 1 Algebra (i L Average Calc Setup
Period 2 Algebra Setup Assignment Types
Post Homewark
2nd Grade Math Setup Calc Methods & Weights

Post HomePage
Setup Grading Scales

Enter Lesson Plans _ -
Administration

Setup Grade Book Access

Setup Lesson Plan Sharing

Setup Groups Within Classes
Details / Assignment Marks Setup Custom Options

Add a Recuriing Assignment Setup Classes for Parent Access

Grade Book Grid / 5 Day View Group Classes Together

Transfer Student Marks

Enter Report Cards / Enter Interims Update Email Address

Change your password

Search Lesson Plans
& Day Planner
Import Lesson Plan Schedules

Student Information

MNew features have been added to the Fall 2007 (version 7.0) release!

Web Site Banner

You can use the links in the Web site banner to navigate through ProgressBook screens.

Grade Book | Special Services | Help | Logout

ogressB
by Software Answers, Inc. Period Attendance

Dashboard (WP Algebra 2 01 v (aEIHY 10/30.2006

Click anywhere you see
this link to return to the
Teacher Home Page.

Click anywhere you see this link
to return to the Class Dashboard.
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Navigate ProgressBook

Class Dashboard

The Class Dashboard is the main work area in ProgressBook for teachers. Click the link
for a class listed on the Teacher Home Page to access the Class Dashboard for that class.
The column on the left side of the screen displays the students in the selected class. If
your school district is integrated with a student-information system, student scheduling is
done through that system. The middle column provides access to various functions
including attendance, lesson plans, assignments, marks, and reports. The column on the
right displays assignments and lesson plans for the selected class and grading period.

Grade Book | Special Senvices | Help | Logout
ﬁﬁgﬁennmiﬁi&ﬂ" Class Dashboard
Welcome Mrs. J. Teachert! Class: Grading Period:

Classroom Administration i T Float Aﬁign.Y Lessons W

Diline. Nadia * & T Seating Chart Lunch Counts 64 QZ Chapter 10 & 11 Quiz 7
BinoiS Ao E4 Daily Attendance by Seating Chart 5/28 QZ Chapter 11 Quiz ¥ W
Divish. Keiara Z 1 Period Attendance by Seating Chart 5/18 HW Multiplication 1-7 Worksheet ? v
Duffy. Brendan W [# Post Homework Post Messages 5/7 HW Math Solver Sheet 32 T w
Householder. Morgan [ View Parent/Student Access Web Site 4/30 QZ Chapter 10 Quiz v
Howard, Jack [# Lesson Plans 4/23 HW Math Solver Sheet 31 v oW
Hujarski. Kyle Eg Add a New Lesson Search for Lessons 4720 HW Multiplication 1-5 Worksheet v
Fa Hacll g : & Day Planner Import Schedule (2 Gz Cagtor 788 Quiz : v
Humerickhouse. Emma & - ASSigIIIIIEIII—S&":H'ﬁS S e R -
m— 72 Grade Book Grid 5 Day View
Hunt. Javmie (P4 Add an Assignment Recurring Assign.
Hunter Lauren F4 A Enter Report Cards Enter Interims
Huppert. Flise [ 1 Average Calc Setup

Assignment Types Grading Scales

Calc Methods & Weights

Calculate Averages

Gradebook Administration

Setup Grade Book Access

Setup Groups within Classes

Transfer Student Marks

Reports
Undsic Rosta Hide Attendance Class Progress RED 4 Add an Assignment Import Assignments

ProgressBook v 7.0 Getting Started Guide 3



Navigate ProgressBook

The table below provides a brief description of the symbols that may display on the Class

Dashboard.

&

W (red)

Avg: 100.00 (A+) 5/5

DOB: 125{1985
District ID: 999885735
System ID: 275
Grade Level: 12
Group:

Letter
in “Att”
column

&

Birthday Present: Indicates
student birthday.

Indicates that student has
unviewed forms.

Indicates that student has
withdrawn from the class.

Hover pop-up window: Displays
student’s current average for the
class, date of birth, district ID,
system ID, grade level, and
group, if applicable. Hover over
student’s name to see the
information.

Indicates whether student is
absent or tardy based on school
district's attendance codes.
Hover over code to see
description and reason.

Select to enter a daily comment
for student.

Opens the Lesson Plan View
and Print windows.

Opens the Reschedule a Lesson

window.

Q1, Q2, Q3, Q4 Grading Period Symbols:

Assignment
Symbols

?

W (orange)
v

X (red)

(M

Number
in “Miss”
column

E4

% (blue)

Indicates the grading period of
the school year.

“Holding” category for
assignments in future grading
periods that are not yet
available.

One or more student is
missing this assignment.

Assignment has been posted
to the Web.

All marks have been entered
for the assignment.

All marks have not been
entered for the assignment.

The assignment has been
excluded for all students.

Indicates number of missing
assignments for the grading
period. Click the number to
view a list of missing
assignments.

Indicates that a daily comment
has been added for student.
Hover over symbol to read
comment. Select to edit
comment.

Opens the Lesson Plan
Maintenance screen for
editing, printing, deleting,
attaching files to, and
rescheduling lesson plans.

Removes the lesson schedule
from a class, but does not
delete the lesson plan.
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Navigate ProgressBook

Grade Bock | Special Sansces | Help | Logout

Clas:

[(ASsignimani | Froat Assign. | Lessons | N

Ghapter 10 & 11 Guiz
1
Multiplication 1-7 Workahaet
Math Scbeor Shoot 32
Chagter 10 Quiz
Idath Sobeer Shegt 31
iplication 1-5 Worksh

L G S )

Chapter T & § Ouiz
Chagter § Cuiz
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services | Help | Logout

Q4 (v

o1
Je |
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-
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Navigate ProgressBook

Grade Book Grid

The Grade Book Grid provides a traditional view of assignments and marks in the grade
book. The colors, symbols, and codes used on the Grade Book Grid enable you to
identify missing, excluded, and late assignments, and represent the status of the marks
entered for the assignments.

Period: AU Dated Assignments - All b

Update Roster Create an Assignment _'

Diem. Steven 86.67 S+ 104120 Vg El

Diino_ Nadja 8833 S+ 106/120 7 (e

Dipolis Taylor 85 83 S+ 103120 E4 O]

Divish._Keiara 85.00 S+ 102/120 [

Duffy_Brendan 87 50 S+ 105/120 7 |2 ][l ][[ea [T ]|[1e ][#6 ]|[67 ]

Householder Morgan | 83.33 S+ 100/120 g 25 |

Howard. Jack 7083586120 | 2 v | / [2p ]
= = = r FEVIPEY -2 N e N e e =) " e i A T

Marks displayed in red indicate the student earned
more than the possible points for that assignment.

assignments that display on the Grade

Use the View option to filter the
r Book Grid.

Period: [[EENRS . Period Attendance

Update Roster Create an Assignment Pages:

Dipolis, Taylor

Divish, Keiara

Duffy, Brendan
Householder, Morgan

B
|

|
]
A
]
-

[
!

N
|
|
!
|
|
|

==

It may be necessary to select a page link to
navigate to the correct column for an assignment.

The table below displays symbols and colors used on the Grade Book Grid.

Data Entry Display

Symbol Code Description

Missing
d Yellow Past due

! ! Gray Excluded

1l 1 _ Excluded but posted to Web

Display setting preferences can also be modified at the bottom of the Grade Book Grid
screen. Different preferences can be set for each class.
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Navigate ProgressBook

Reports

You can generate a variety of reports from the Teacher Home Page and the Class
Dashboard.

Reports

Class Progress Heport b

Run Click to display criteria selection
screen for the selected report.

Some report criteria selection screens provide a list of available classes from which you
can select one or more. Where this option is available, you can also select individual
students from the class, if desired.

Select One or More Classes

Available Selected

Algebra 2: 02 Algebra 2: 01

English Gr11: 01 ...group 1

English Gr11: 02

Math - Gr 02: 01 —— Click to move a selected class into this list.

Reading - Gr02: 01

Click to remove a class
from the Selected list.

/ Click to display a lis|of students in the selected class.

Show Students not all students selected

Another common report parameter is date selection, either by reporting period or date
range.

Reporting period names on the Report screens may appear differently in ProgressBook
because reporting periods are defined by each school district.

Reports can be displayed in the following formats:

e PDF

o Excel
e HTML
e RTF

When you have selected the appropriate report parameters on the criteria selection screen,
click Run the Report or Submit to display the report. All reports open in a separate
browser window. After you have viewed the report, close the report window and return to
the ProgressBook Report screen.

To print the report you must select the print option from within the software application it
is displayed.

ProgressBook v 7.0 Getting Started Guide 7



Grade Book Setup

Password

ProgressBook recognizes each user by individual login. Depending on your school
district’s setup, changing your password may also change your password for other
systems. Ask your ProgressBook system manager about your district’s specific setup.

Change your password

1.
2.

On the Teacher Home Page, click Change your password.

On the Change Password screen, type the old password in the Old Password
field.

Type the new password in the New Password field.
Type the new password again in the Retype your new Password field.

Click Change Password.

Retype your new Passward: |un“nu. |

Old Passward: |uuu |

Meaw Password: |oun.un. |

[ Change Fassword

Email Address

The email address you enter here displays on the Parent/Student Access Web Site.

Update your email address

1.
2.

4,

On the Teacher Home Page, click Update Email Address.

On the Update Your Email Address window, type your full email address in the
Email Address field.

Click Update.
Close the Update Your Email Address window.

Update Your Email Address

Email Address: |me@mysch00|district. edu

ProgressBook v 7.0 Getting Started Guide



Grade Book Setup

Assignment Types

You must set up categories of classroom activities such as classwork, homework,
quizzes, tests, etc., and assign a mark type to each category to be able to share individual
assignments that use those categories in multiple classes. You must also create a unique
name and abbreviation for each assignment type.

ProgressBook allows a variety of mark types including points, letters, percentages,
pass/fail and more. It is recommended to use points as the mark type for all assignment
types. ProgressBook then translates the student averages into the appropriate letter grade
based on the grading scale setup option to be selected later.

Once assignment types have been created, designate classes that will use each assignment
type by selecting the check box for the class.

Set up assignment types
1. On the Teacher Home Page, select Setup Assignment Types.

2. On the Assignment Types screen, enter the name and abbreviation for each
assignment type.

Select the appropriate mark type from the list for each assignment type.

4. To use the assignment type in one or multiple classes, select the check box for

each class.
5. Click Save.
Grade Book | Special Services | Help | Logout
o
B TE by Scliwore Answers, Inc. 4 Assignment Types
Dashboard
Enter an assignment type, then check each of the classes that will use it or check "All" for all classes.
Name Abbr Mark Type All [English Gr 11: 01 |English Gr 11 iod 1 Alget iod 2 Algebra|2nd Grade Math|Del?| Abbr
# [ Classwork cw Paints ~I 0 ] O O O O O [ew
# | Extra Credit ExCr || Points ¥ O O [ |ExCr
# | Homework HW Paints O O O [ |HwW
# [ Participation PART | Points ~I 0 ] O O [ |PART|
#[Project PROJ || Paints ~[O ] ] O [ |PROJ
# | Quizzes Qz Paints ~O ] ] O ez
# | Tests TST Paints ~[O O O .4 O O ] |TST

@Note: Do not use letter and number mark types within the same class because
ProgressBook will not be able to calculate an average.

I_“FNote: You have the option to view assignment types in All Classes, All Primary
classes, All Shared Classes, and a specific class or group.

ProgressBook v 7.0 Getting Started Guide 9



Grade Book Setup

Calculation Methods and Weights

The Calculation Methods and Weights setup allows you to set custom grade book options
for calculating students” averages. ProgressBook can calculate grades using straight
averages or weighted averages.

If you use straight averages for every grading period and want ProgressBook to
recalculate student averages automatically, you do not need to change the setup. When
using straight averages, you still have the ability to weight individual assignments as you
create them.

If you use weighted averages by types of assignments, you must enter the weight values
for each assignment type. ProgressBook also provides the option of using either the same
calculation or different calculations for each grading period.

ProgressBook will automatically recalculate the grade book after each change, however,
you can change this to manually recalculate, if desired.

Set up weighted averages by assignment type

1. On the Teacher Home Page, click Setup Calc Methods & Weights.

2. Onthe Average Calculation Setup screen, select the appropriate class in the
Class list.

3. Select one of the following options in the Choose a calculation option box.
e Use the same calculation for each grading period — default option
e Use different calculations for each grading period

4. Select Weighted Average in the Select the Calculation Method list.

6. Enter weights for each assignment type displayed in the Assignment Type
Weight box.

7. Click Save.

I?Note: If you choose to use a different calculation method for each reporting period, a
new calculation box appears for each period. However, the calculation method does
not appear until the period has been scheduled. You may have to wait until the end
of the current reporting period to select the calculation method for the next reporting
period.

I?Note: You should enter weights as a factor of the number of times a particular
assignment type counts toward the student’s average. For example, entering 1 for
homework, 1 for quizzes, and 2 for test, results in homework calculating as %,
quizzes as Y4, and tests as %2 of the student’s average.

Select the Calculation Method: |'Weighted Average %

If you have chosen to use Weighted Averages, fill in the following section:

Assignment Type Weight

Hornewark 1

Quizzes 1

Test 2

10 ProgressBook v 7.0 Getting Started Guide



Grade Book Setup

Grading Scale Options

Grading scales are defined in ProgressBook by your ProgressBook system manager. You
must select a grading scale to instruct ProgressBook how to translate average marks into
report card grades. To select the appropriate grading scale for your classes, use one of the
options described below.

Default

ProgressBook uses the default grading scale set up by your ProgressBook system
manager for the selected class and grade level. If you use the Default option, you do not
have to change anything on the Grading Scale Setup screen.

EﬁNote: If you leave the grade book set on the Default option and a student’s average
appears as a question mark (?), ProgressBook may have been unable to find a
default grading scale. You should use Custom Setup 1. The Default option does not
allow overriding the grading scale for individual students.

Custom Setup 1

Custom Setup 1 option allows you to designate the appropriate grading scale for the class
and override the grading scale for individual students, as necessary. This setup is used for
traditional report cards.

Custom Setup 2

Custom Setup 2 option is used with standards-based report cards which are popular in the
primary grade levels. This setup allows assignments to be mapped to custom assessments
on the report card enabling ProgressBook to automatically calculate grades for each
assessment. The report card and assessments are defined and set up by your school
district.

Use custom setup 1

1. From the Grading Scale Setup screen, select Custom Setup 1.

2. Click Save.

3. Click Save Next.

4

On the Grading Scale tab, click the Click here to view the grading scales link to
preview the available grading scales.

Eee Algebra 2: 01 bd

Grading Scale Student Cverride Copy

The default grading scale for this class is:

Lake View High School Default v

Click here to wiew the grading scales

[ Save J[ Save Mext »>

ProgressBook v 7.0 Getting Started Guide 11



Grade Book Setup

Grading Scales

Grading Scale: Lake Yiew High School Default v

Description: Default scale for Lake View High School

'Seq# |Mark  Value | Starting % | Ending % | Staring Point  Ending Point

1 At 4 975 110 0 0
2 A 4 925 97.49 0 0
3 A 37 89.5 9249 0 0
4 B+ gl B86.5 89.49 0 0
5 =} 3 825 86.49 0 0
B B- 27 Gzl §2.49 0 0
5. Close the Grading Scales window.
6. On the Grading Scales tab of the Grading Scale Setup screen, select the grading
scale you want to use from the list.
7. Click Save Next.
8. On the Student Override tab, select an alternate grading scale for specific

students, if appropriate.

(o Algebra 20 01 -

Grading Scale Student Override Copy

Use the section below to assign individual students to different grading scales:

Student Scale

Adamczyk. Jennifer | Class Default -
Mader. Adelaide Clas L
Madig. Cheridan |IEF District Defau\t) v
Pruc. Shannon Clas bl
Dendialen e | Coafaudt

9. Click Save Next.

10. On the Copy tab, select the class(es) to copy the grading scale setup to.
11. Click Copy.

[«PEERl Algebra 20 01 v

Mapping Grading Scale Student Override Copy

Copy this setup to the following classes:

[JAigebra 2. 01 []English Gr 11 02
[“IMath - Gr 02 01 [JReading - Gr 02: 02

[ SelectAll | [ De-Select All |

Copy Complete!

gNote: Student override settings will not be copied to other classes.

12 ProgressBook v 7.0 Getting Started Guide



Grade Book Setup

Use custom setup 2

1
2
3
4.
5
6

~

10.

11.
12.

13.
14.

15.
16.

On the Teacher Home Page, click Setup Grading Scales.

On the Grading Scale Setup screen, select the appropriate class in the Class list.
Select Custom Setup 2.

Click Save.

Click Save Next.

On the Report Cards tab, select the report card, and if applicable, the interim
you want to use.

Click Save Next.
Select the grading scale from the list to use for each report card assessment.
Select the grading scale from the list to use for each interim assessment.

Select the assessment ProgressBook should display in the grade book wherever a
single student average appears.

Click Save Next.

On the Student Override tab, select the student that will use an alternate grading
scale, and then select the alternate grading scale for each report card assessment.

Click Save Next.

On the Copy tab, select only the classes that are the same subject to copy this
setup to because report card assessments are different for each subject.

Click Copy.
Click the Grade Book link to return to the Teacher Home Page.

(W Reading - Gr 02: 01+

Report Cards Grading Scale Student Override Copy

Assign the grading scales to use for each assessment
Click here to view the grading scales

2nd Grade Report Card

Assessment Grading Scale
Overall Grade Lake View Primary School Default -

lApplies phonics skills as presented | OSU

lApplies reading strategies as

presented o=y h
Recognizes vocabulary osu ~
Reads fluently osu v
Demonstrates comprehension osu v

-

\Applies higher level thinking skills osu

Elem Grade Interim

Assessment Grading Scale
Demonstrates appropriate behavior osu 4

Linderstands skill/concepts

introduced ol »

Choose the default assessment to show for the students' progress:
2nd Grade Report Card: Overall Grade v

Save H Save MNext >>

ProgressBook v 7.0 Getting Started Guide 13



Grade Book Setup

Class List

Class naming conventions and scheduling are set up in the student-information system, if
your school is integrated with one. However, you can change the display name and order

in ProgressBook for your classes using the Edit List option. You can also hide a class that
does not meet in the current grading period.

Edit class list

1.
2.

On the Teacher Home Page, click the Edit List link in the Classes area.

On the Class Setup screen, type the new name for the class in the Class Alias
(Optional) column.

Type a number in the Order column to designate the order in which you want
the class to appear on the Teacher Home Page.

Click the check box in the Hide column to hide the class from your grade book.

Click Save.
Click the Grade Book link to return to the Teacher Home Page.

Classes

Algebra 2 01

Algebra 0 02
English Gr 11: 01

Use this form to hide classes from your gradebook and to change the order that classes appear in your gradebook. You can also assign alias names to

your classes. These aliases only apply to your gradebook and will not be reflected on report cards
Class Class Alias (Optional) Order Hide?
English Gr 11: 02 _
Reading - Gr 02: 02 O
IMathematics Challenge *This is a Class Group |0 .|
Algebra 2: 01 [Math 1 111 |
Math - Gr 02 01 Wath | |2 O
Save

14
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Attendance

Daily and Period Attendance

The procedure for taking daily and period attendance is the same; however, the screens
are slightly different. The Daily Attendance screen uses red shading while the Period
Attendance screen uses blue shading. The available attendance codes are set up by the
ProgressBook system manager.

In the absence of a formal homeroom, teachers can take daily attendance using a class
designated by office administrators. If you take daily attendance in ProgressBook, you
should take it every day, even if you do not select any of the attendance codes. Clicking
Save on the Daily Attendance screen denotes that daily attendance was taken. Once daily
attendance has been saved, most schools require changes made to attendance to be made
by school attendance personnel.

Enter attendance

1. Onthe Daily or Period Attendance screen, select the appropriate class in the
Class list.

2. Verify that today's date displays in the Date field. If it is not the correct date,
click to select it or type it in the field.

Select the appropriate absence type in the Attendance list.
4. Click Save.
Click the Dashboard link to return to the Class Dashboard.

Grade Book | Special Svcs | Help | Logout

by Sui!wﬂE!e Answers, Inc. Dhaily Attendance
ashboard

Class: ECH 7/12/2006

Adamczyk, Jennifer 09 v Sauer, Saher 09 Unexcused Absence v
MNader, Adelaide 09 - Scamecchia, Trevor 12 v
Nadig, Cheridan 09 ABSENT ~ Scheuer, David 03 v
Pruc, Shannon 03 hd Schlessinger, Kewin 09 ABSENT A
Randjekovic, Christina 12 hd Schoonover, Lauren 12 A
Reesey, Kathryn 03 hd Scina, Jessica 09 A
Rencic, Caralyn 03 hd Seelman, Kimberly 12 A4
Retherford, Jonathon 09 hd Sgro, Brittany 12 b
Revall, Daniel 09 TARDY ~ Shannon, Brett 09 v
Reyes, Jacqueline 09 N Sicari, Ryan 09 v
Robinson, Wegan 09 - Sladik, Jillian 09 v
Ryland, Nicole 0 b Slates, Tiﬁany@ 09 he

Smerdel, Brian 09 A

Save

15 ProgressBook v 7.0 Getting Started Guide



Attendance

Period Attendance Report

The Period Attendance Report provides teachers with numerous options for presenting
summary- and detail-level period attendance data. Three detailed report versions display
attendance information using a variety of grouping and filtering combinations. A
summary report version displays attendance information by teacher, class, and student.
The Basic Details — Two Column report version does not allow filtering.

Run Period Attendance Report

1. Onthe Teacher Home Page, select Period Attendance Report in the Reports
list.

2. Click Run.

On the Period Attendance Report screen, select the class(es) in the Available
column on which to run the report.

w

Click > to move the selected classes to the Selected column.
Select the appropriate reporting period.

Select the appropriate version.

Select the appropriate absence type to display on the report.
Select the desired output format.

Click Run the Report.

© © N o a &

9 Note: If a message displays asking to open or save the file, click Open to view the
report. This message may display depending on your browser’s security settings.

10. View the report and save or print it, if desired.
11. Close the report and return to the Period Attendance Report screen.
12. Click the Grade Book link to return to the Teacher Home Page.

Select the Report Options, then Click the "Run" Button
\Awsilable Selected
obra 2 (12 Algibra 2. 01

Select Time Frame:
gelect A Reporting Period:
Clon Claz Claz el

Show Students. * = ot all students selected
Select the Varslon:
) Basi Details - Two Column
() Datails by StudentClasaDatn
C ils by Student/Diate/Class

[Clunexcused Absences
[ Totsl Absences
e
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Attendance

Lunch Counts

ProgressBook provides automated lunch count reporting, enabling Food Services
personnel to run reports to plan food preparation for an entire school building.

Enter lunch counts
1. Onthe Teacher Home Page or Class Dashboard, click Lunch Counts.

2. On the Lunch Counts screen, type the total number of lunches ordered next to
the appropriate lunch option.

Click Save.
4. Click the Grade Book link at the top of the screen to return to the Teacher Home
Page.
ﬁ 2nd Grade Math v .

Hot Lunch i

Deli Choice 4

Milk 18

Teacher Lunch 0

Save

|fNote: Only users logged in as Food Services and Administrators can change the
available choices that appear on the Lunch Counts screen.
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Comments

Student Profile Comments

Student profile comments are unique to the class in which the student is scheduled. These
comments are not published on any reports or the Parent/Student Access Web Site.

Enter student profile comments

1.

2
3
4.
5

On the Class Dashboard, select a student in the Student list.
On the Student Profile screen, click the Comments tab.
Type your comment in the text area.

Click Save.

Click the Dashboard link to return to the Class Dashboard.

Dashboard / 5 Day / Grid G e Fruc, Shannon 8 Class: INEN

Personal r Contacts r Prog r.‘ Attendance r Schedule I

* The comments on this page are not published on any reports or web pages.

MNew locker is #728, combination 28L, 4R, 17L

I?Note: The Student Profile view also provides teachers with access to progress
reports for other classes that student is scheduled in, cumulative daily attendance
data, and parent contact information.

ProgressBook v 7.0 Getting Started Guide
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Comments

Daily Comments

Daily comments may refer to a student’s behavior or class participation on a specific
date. These comments can be displayed on the Parent/Student Access Web Site, as well
as the Student Progress Reports.

Enter daily comments
1. On the Class Dashboard, click | # next to a student.
2. On the Daily Comments window, type your comment in the text area.

3. Select Publish to the Web, if desired, to allow parents to view the comment on
the Parent/Student Access Web Site.

4. Click Update.
Refresh the Class Dashboard.

6. Hover over & next to the student to view the comment.

= Daily Comments

Student: | Huller, Julia v| pae 52005 |

You may enter up to 2000 characters
Julia has not been able to stay focused for the past week. She has not

responded to offers of additional help before or after school. She is also
missing an assignment which is affecting her grade average.

|1795 characters left

Publish to the Web?

[ Check Speling | [ Update |

St 3 Miss At Lesson Plan for 6/1!
Diern, Stewven (7
Dikino, Madja [# Classroom Admin
Dipalis, Taylor & Seating Char Lunc|
Divish, Keiara [# Daily Attendance by S
Duffy, Brendan 7 4 Period Attendance by S
:E:‘f;gnlhldae;k L % Post Homework Post
T 7 Wiew Parent/Student Acces
Hula, Bach &ssig_nments &
Huller Juliz Ed Grade Book Grid 5 Da
e Ddd ne B Loassry oo m]
Humerlckhnuse Emma Julia has not been able bo stay Focused For the past week. s
Humphrey, Eric (4 She has not responded to offers of additional help before  E
Hunt, Jaymie [dor after school. She is also missing an assignment which is
Huntar Lau.ren g;ﬂ:ecting her grade|averager; e —_
Bop L FL Calc Methods & Weights
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Class Roster

Update Class Roster

You can update the class roster from the Class Dashboard by selecting the Update Roster
link at the bottom of the screen. Options for updating the class roster include:

e Sorting students in a specified order — Default order is alphabetical.

e Grouping students together — Groups must be created in the Setup Groups Within
Classes option on the Teacher Home Page.

¢ Hiding students — Use to hide students no longer in your class.

e Adding students — Do not use if integrated with a student-information system.
This option may not be available in your system.

r
L% Note: If your school district integrates with a student-information system, scheduling

changes must be entered in that system. ProgressBook is updated nightly to reflect

changes made in the student-information system.

Sicari, Ryan
Sladik, Jillian

Slates  Tiffany

L&
L&

el

A\

Qédate RnsteE>

Hide Attendance

BNote: The red w displays to indicate students who have withdrawn from the class.
Hide the student to prevent the name from displaying on a class roster.

I?Note: If your school district is integrated with a student information system that

recognizes future student enroliment dates, the 'i;-_;:' icon may display on the class
roster screen when a student is scheduled to begin your class at a future date. The
student will automatically display on the class dashboard upon the enroliment date.

L essB

Dashboard / 5 Day / Grid

Class

Period 1 Algebra v

Grade Book | Special Senices | Help | Logout

Class Roster

Name Order Group
Sauer, Saher W
Nader, Adelaide
MNadig. Cheridan
Pruc, Shannon
Randjekovic. Christina
Reesey, Kathryn
Rencic, Carolyn
Retherford, Jonathon

Revall, Daniel

Reyes, Jacqueline

Robinson, Megan

o
o
a

£ (S0 52 580] ] 5] (B0 B (o8| (2] [ 5] |5

1
1
1
1
1
1
1
1
\Adameczyk, Jennifier 2 Blue
2
2
2

Ryland, Nicole

OO0oCOOOoOOOOOORE[E

]

Add Students

Name Order Group Hide?
Scamecchia, Trevor 2 Blue v O
Scheuer, David 2 Blue O
Schlessinger, Kevin 2 Blue v ]
Smerdel, Brian 2 Blue v m]
Schoonover, Lauren 3 Graen v O
Scina, Jessica 3 Green v O
Seelman, Kimberly 3 Green v O
Sgro, Brittany 3 Green v ]
Shannon, Brett 3 Green O
Sicari, Ryan 3 Green v ]
Sladik, Jillian 3 Green v m}
Slates, Tiffany 3 Green v m]

I?Note: The add students link may not display on your screen if you are integrated with

a student information system.

ProgressBook v 7.0 Getting Started Guide
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Class Roster

Class Roster Report

The Class Roster Report lists the students in a class. You can run one Class Roster Report
for multiple classes.

Run Class Roster Report

1. On the Teacher Home Page, select Class Roster in the Reports list.
2. Click Run.
3. Onthe Class List Report screen, select the class(es) on which to run the report.
4. Select the sort option.
5. Select the desired output format.
6. Click Submit.
7. View the report and save or print it, if desired.
8. Close the report window.
9. On the Class List Report screen, click the Grade Book link to return to the
Teacher Home Page.
Select a Class
[J Reading - Gr02: 02 Math I
[J Mathematics Challange Math |
Select Sort Options Select the Output Format
@ Sort by Student Number @ Excel
O Sort by Student Name OHTML
O Sort by Roster Order
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Assignments and Marks

Assignments

ProgressBook allows a variety of options for creating assignments. You can create
individual assignments, set assignments to recur, or share them among classes.

Generally, the Assignment Details screen includes three tabs: Main, Standards, and
Marks. Only the Main tab is visible when initially creating the assignment, but the others
display once the assignment has been saved. If you chose the Custom Setup 2 option for
standards-based report cards, the report card assessments display on the Main tab to
enable teachers to map assignments to the correct assessments.

Add assignments

Required steps
1. On the Class Dashboard, click the Add an Assignment link.

2. On the Assignment Details screen, type a description of the assignment in the
Description field.

3. Select the type of assignment from the Assignment Type list.

4. Click next to the Date Assigned field to select the date the assignment will
begin, or type it in the field.

5. Click next to the Date Due field to select the date the assignment is due, or
type it in the field.

6. Enter the value of the assignment in the Points field.
7. Click Save.
8. Click the Dashboard link to return to the Class Dashboard.

Grade Book | Special Services | Help | Logout

rogressB
Ml by Scltware Answers, Inc = Assignment Details

Dashboard / 5 Day / Grid (o8 Feriod 1 Algebra v Q4 v Add an Assignment N -

Main
Add an Assignment Description: |VWorksheet 23A
Import an Assignment Assignment Type: |Homework % Sequence:
Date Assigned: |7/5/2007 Date Due: | 7/6/2007
Points: |10 Weight: I

Assign to Student Group: | All Students

Setup as a floating assignment?: [] Exclude from student averages?: [
Post to the homework web page?: [ Post the marks to the web?: [
Add this assignment to the assignment bank?:

Share this assignment with the following classes: (Only clsssss thst sh types can sh )

[ Period 2 Algebra

Save

E‘FNote: If you are using standards-based report cards, you must also select the

appropriate report card assessment(s).
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Assignments and Marks

Optional steps

You may perform any of the following optional steps depending on the type of
assignment you are creating.

To change the weight of an individual assignment, enter a number other than 1 in
the Weight field.

To assign the assignment to a group rather than the entire class, select a group
from the Assign to Student Group list. All Students is the default option.

To designate the assignment as a floating assignment (different assigned and due
dates for each student), select the Setup as a floating assignment? check box.

To post the assignment description and due date to the Homework section of the
Parent/Student Access Web Site, select the Post to the homework web page?
check box.

To add the assignment to the Assignment Bank, select Add this assignment to the
Assignment Bank check box.

To post the marks for the assignment to the Progress Details section of the
Parent/Student Access Web Site, select the Post the marks to the web? check
box.

To share the assignment with other classes, click the check box next to the
appropriate class(es).

To designate the assignment as an extra credit assignment, enter 0 in the Points
field.

Setup as a floating assignment?: [] Exclude from student averages?: [
Post to the homework web page?: [ Post the marks to the weh?: []
Add this assignment to the assignment bank?:

Share this assignment with the following classes: (Cnly classes that share assignment types can share assignments.)
Period 2 Algebra [ selectan || Deselectan |

Assign to Student Group: | All Students

I?Note: If the class(es) you want to share an assignment with does not appear in the
Share box, go back to the Assignment Types setup screen and make sure the
classes use the same assignment types.
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Assignments and Marks

Assignment Marks

You can enter marks for an assignment from the Assignment Marks screen or from the
Grade Book Grid. The marks given for assignments are calculated in students’ averages
unless you choose to exclude a specific assignment. ProgressBook does not include an
assignment in students’ averages until a mark is entered for it or the assignment has been
designated as missing.

Enter assignment marks

1.

3.

On the Class Dashboard, select a specific assignment in the Assignments list on
the right side of the screen.

On the Marks tab of the Assignment Marks screen, notice the number of possible
points for this assignment in the Points field on the left side of the screen.

Enter marks in the Mark column for each student.

E‘FNote: You can use the <Enter> or <Tab> keys to move from field to field.

4.

To mark an assignment as missing for a student, leave the Mark field blank and
select the check box in the Missing column next to the student.

To exclude the marks for an assignment, select the appropriate option in the
Exclude list next to the student. By default, excluded assignments do not display
on the Parent/Student Access Web Site unless the Exclude/Post option is
selected.

To exclude the assignment marks from ALL students' averages, select the
Exclude from student averages? check box on the left side of the screen.

To enter a comment regarding an individual student’s mark for this assignment,
type it in the Comments column.

Click Save.
Click the Dashboard link to return to the Class Dashboard.

Post the marks to the

web? [

Exclude from student
avorages?. [

Add an Assignment [[sae_|

s | Help | Logest

Assignment Marks

OO0ODO0Oo00:r
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Assignments and Marks

Set assignment default marks

To save time, you can set a default mark for an assignment for all students and then
change only those marks that are different. You can set a default mark only on the
Assignment Marks screen; not on the Grade Book Grid.

1. On the Marks tab of the Assignment Marks screen, type the default mark in the
Set all to the following default mark field.

2. Select the appropriate option for the Override existing marks? setting.
3. Click Go.

I?Note: Default marks will override unsaved individual marks even if No is selected for
the Override existing marks? option. Remember to save marks entered manually
before entering a default mark.

Set all to the following default mark: |2

Owerride existing marks? (O Yes (2 hao
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Assignments and Marks

Enter assignment marks on Grade Book Grid

The Grade Book Grid allows you to enter marks for multiple assignments from a single
screen.

|4 Note: You can use the <Enter> or <Tab> keys to move from field to field.

1. Onthe Teacher Home Page or Class Dashboard, click Grade Book Grid.

2. On the Grade Book Grid screen, make sure the class you are entering grades for
displays in the Class list. If it is not the correct class, select it.

3. Make sure the current quarter displays in the Period field. If it is not the correct
quarter, select it.

4. The full assignment name displays at the top of the column by default; however,
if your preferences are set to display the abbreviation only, hover over the
assignment abbreviation to display the description and identify the correct
column in which to enter marks.

5. Type the appropriate mark in the Assignment field for each student.
6. Click Save.

Grads Dook | Special Semices | Felp | Lagout
o A -
] by Saliware Answers, Inc . Grade Book Grid
Dashboard Class: SYRIN (01 [V i Card - Applies problem solving skill
Student Avg Ms | Att | Cmit 3%6 % :;_VL 1% 5/28 % i sr;_‘:‘,.-
ChapteraQuiz | ChORLrT&S | MhSower | chapter10Quiz | chapter1iQuiz | ShaPtEri0® AL | Mabieieation 17
DiMino. Madja 39;5%7@ T
ERTERE LT ¥
i | 2208 v o
Duty Brengan W | S57EE* 7
S E
I K
Hula Bach o ] B4 [ L]
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Assignments and Marks

Missing Assignment Report

The Missing Assignment Report lists missing assignments by student or assignment. To
include assignments in this report, you must have designated assignments as missing on
the Assignment Marks screen.

Run Missing Assignment Report

1. Onthe Teacher Home Page, select Missing Assignment Report in the Reports
list.

2. Click Run.

On the Missing Assignment Report screen, select the class(es) on which to run
the report.

w

Select the appropriate period.

Select the sort option.

Select the desired output format.

Click Run the Report.

Review the report and save or print it, if desired.

© 0o N o g &

Close the report window.

10. On the Missing Assignment Report screen, click the Grade Book link to return
to the Teacher Home Page.
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Grades

Interim and Report Card Grades

The Interim and Report Card forms sent to students' parents are custom designed by the
ProgressBook system manager, but teachers enter the grades that appear on these forms.
You can enter grades by student or by class. If your report card has a large number of
assessments, you may want to select students individually to enter grades.

Enter Interim/Report Card grades by class

1. Onthe Teacher Home Page or the Class Dashboard, click Enter Interims or
Enter Report Cards.

2. On the Interim Entry screen or Report Card Entry screen, verify that the
appropriate class displays in the Class list. If it is not the correct class, select it.

3. Click the Show All Students link under the Class list.

@Note: To enter grades by student, click the appropriate student in the list.
4. Verify that the correct interim or report card displays in the Rpt list. If it is not
the correct report card, select it.
5. Click the check box above the current quarter.

6. Click E] to automatically calculate and populate the grade using the marks
previously entered in the grade book.

ENote: For standards-based report cards, ProgressBook automatically populates the
grade for each assessment. If an assessment grade remains blank, no assignments
were mapped to that assessment during the grading period.

7. To override the automatically calculated interim mark, select the mark and
change it.

8. If you have to manually enter assessments for each student, click the Assessment
name to view a list of valid codes and respective descriptions.

9. Close the Valid Marks window.

@Note: Valid mark types were previously entered by the ProgressBook system
manager.

10. Select the appropriate code(s) from the list for each student.
11. Click Save.

I?Note: You may use the @ @ icons to jump to the top or bottom of the list if the
class includes a large number of students.
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Grades

L4 Note: When entering grades by student, click Save Next to save the grades for that
student and proceed to the next student, or you can click Next or Previous to
change students without saving grades.

Grade Book | Special Services | Help | Logout
OgressB
by Soltware Answers, Inc. = Report Card Entry
E! rd
#lgebra 2: 01 3 A|gebra 2 Rpt: |Lake View High School v @
= Show All Students =
Aldrich, Jacquelyn Aldrich J I
rich Jacquelyn
Py, Arvande R
- (g 70ET Mark: G- ffiort
RamioiGouriney Points: 1737245
Ravada, Michael HR Absent: 1 Tardy: 0 Comment
Rhodes, Elizabeth Per Absent: 2 Tardy: 2
Richens, Elliot Cheray Joseph Grade Br v
Rideskil, Vouseff ID: 925708345
Ridgill, Elias |y B7 76 Mark: B+ Effort
Roman, Natalie Puints: 2157245 2]
Rufiner, Brian AR Absent: 2 Tardy. 0 Comment e
Sablotry, Molly Per Ahsent: 2 Tardy: 1
Sandy, Daniel Rady Alexander Grade -B
Santaicca, Danielle o e =
et Bl Conts: 203045 .
Sebian, Jillian
' HR Ahsent: 2 Tardy: 0 Comment
Shorter, Brandon Per Absent: 2 Tardy: 1
Shott, Kira
. Ramlo Courtney Grade
Shuster, Kate ID: 993160109
Sibert, Jarrett (g 91,84 Mark: A Effort
Points: 2257245
HR Absent: 2 Tardy: 0 Cormment
Per Absent: 1 Tardy: 2 053 19
Ravada Michael Grade _
|D: 995000876
(g 80,20 Mark: A- Effort
Points: 2217245
HR Absent: 2 Tardy: O Comment
Per Absent: 1 Tardy: 2 055 i
| & . . Aov |
Note: A red outline appears around the field if the grade has not been
saved.

12. Click the Grade Book link to return to the Teacher Home Page.
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Grades

Class Progress Report

The Class Progress Report displays assignment marks, assignment type averages, and
overall averages for all students in a class. You can print this report using student
numbers instead of names to ensure anonymity in the classroom.

Run Class Progress Report

© O N o a k~ w Db Ee

e =
N P O

On the Teacher Home Page, select Class Progress Report in the Reports list.
Click Run.

On the Class Progress Report screen, select the class on which to run a report.
Select the appropriate period.

Select the desired data options.

Select the sort order.

Enter the number of columns to print on a page.

Select the desired output format.

Click Run the Report.

. Review the report and save or print it, if desired.
. Close the report window.

. On the Class Progress Report screen, click the Grade Book link to return to the

Teacher Home Page.
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Grades

Student Progress Report

The Student Progress Report displays a student’s cumulative performance by assignment
type. When using standards-based report cards, the Student Progress Report by
Assessments is particularly useful because it displays student progress based on mapped
assignments to report card assessments. Both of these reports can be used in place of
interim reports and for parent-teacher conferences.

Run Student Progress Report

1.

© © N o gk~ wD

e
O

On the Teacher Home Page, select either Student Progress Report or Student
Progress Report by Assessment in the Reports list.

Click Run.

Select the class(es) in the Available column on which to run the report.
Click > to move the selected classes to the Selected column.

Select the appropriate reporting period.

Select the appropriate feature(s) to display on the report.

Select the desired output format.

Click Submit.

Review the report and save or print it, if desired.

. Close the report window.

. On the Student Progress Report screen, click the Grade Book link to return to

the Teacher Home Page.

ProgressBook v 7.0 Getting Started Guide
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Grades

Student Progress Report

Grade Book | Spacial Serces | Help | Logout

Student Progress Report

Aysilable

Selected | ing Pariods:

Algabra 2: 01 Math - Groz: o

Adgebra 2 (12 Clat

English Cr 11: 01

English Gr 11: 02 (B cafee]

Adgiebra 2 Oas

Electricsl Trades

At Oas+

Select All Dre-Select All
[Show Students * = nof sl students selected

®POF
O Excel
CRTF

(@ Single Column Repart
2 Column Report

[ Class Alias
[JClass Average  [1Hide Exempt [CJPosted 1o Parent Access
O Dsily Attendance [ Parent Sig. Line [ Twachar Commant
[1Daly Comments [ | Period Attendance

CIDuplex Printing [ Points Missing

[ 1Hide Assignmerts [ |Student ID

Student Progress Report by Assessments

24580

Answers, lne

Grade Book | Special Senvices | Help | Logout —

m

Student Progress Report by Assessments

Available

Selected Reporting Periods:
Algebra 2: 01 Reading - Gr 02: 01
Algebra 2: 02 a1
English Gr 11: 01
English Gr 11: 02 Oaz
Math - Gr 02: 01 a3
(W2}

Select All_|[ De-Select All |

Show Students * = not all students selected

Attendance Hide Assignments BTeacher Comment

Class Alias Hide Exempt
Class Average [IParent Sig. Line
Daily Comments Puoints Missing
Duplex Printing Student ID

32

ProgressBook v 7.0 Getting Started Guide



Grades

Gradebook Summary Report - Elementary

The Gradebook Summary Report — Elementary list students’ marks including letter
grades and percentages for all their classes. The report also displays daily attendance.

Run Gradebook Summary Report - Elementary

1.

o~

S

On the Teacher Home Page, select Gradebook Summary Report — Elementary
in the Reports list.

Click Run.
On the Gradebook Summary Report — Elementary screen, select a report card.
Select the Report Card Course(s) on which to run the report.

Select the corresponding classes in the Select Class(es) list on which to run the
report.

Select the appropriate period.
Select the desired output format.

To display all grades for all students, select the following academic criteria in the
Gradebook Filter lists:

e Classes with any in the first list

e Letter Grade in the second list

e <=in the third list

e The highest possible grade on the grading scale in the fourth list

To display the report results by student name, select 1st in the Student Name list
and 2nd in the Homeroom list.

. Click Run the Report.
. Review the report and save it, if desired.
. Close the report window.

. On the Gradebook Summary Report — Elementary screen, click the Grade Book
link to return to the Teacher Home Page.

L = e ., Gradebook Summary Report - Elementary

Select the Report Options, then Click the "Run” Button

1 Geada Rapor C ,‘_* Golact a Pariod:

ada Hapo el

dth Geade Report Cand (ol o ool o
Sth Grada Rapon Card &

@POF O Eucal fel ORTF

Grade Hook Filter:

Art
Communication Skills

[Classes with sery % [Lelter Grade | [¢= ¥ [Lake View Primacy School Defwit Av %]

Studert Narme 181 %)

Homaroom 2\1! v:

ProgressBook v 7.0 Getting Started Guide 33



Lesson Plans

ProgressBook allows you to create and maintain text-based lesson plans. As a standards-
based grade book application, academic standards for grades K-12 are available for use in
mapping lesson plans and assignments.

A default lesson plan template provides a starting point for creating lesson plans. If the
default template does not suit your needs, you can create your own unique template.

To enhance your lesson plans, you may attach files such as worksheets or charts. If you
created lesson plans in a word processing program, you can copy and paste them into
ProgressBook, and then use the Text Editor to adjust the formatting.

Lesson plans are saved in the Lesson Plan Bank and can be shared with other teachers.
To simplify the search for lessons plans in the Lesson Plan Bank, you can use keywords
or associate lesson plans with a specific content area, grade level, and unit.

Grade Book | Special Serices | Help | Logout
W*'M'E““Wimn Lesson Plan Maintenance
New Lesson

o \
| rempiate ¥ [style | [Font | [size ¥ | 7 U == =
£ i

MansgeTempistes b EBn B 8 | ¢ % [ = E
[This is the default template. a)
To change it or add your own, click the Manage Templates Link Above.

Lesson Summary.
Estimated Duration
Cammentary
Pre-Assessment

Scoring Guidelines

L]

Spell Check Save

Private Notes (can not be viewed by others)

The following information is optional but is recommended for searching and sharing lessons,

Content Area | "l Grade Level: ‘ W

Summary

Author: [Mrs, J Teacher! Share?: | With teachers in my list »
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Lesson Plans

Once a lesson plan has been created and scheduled, it displays on the Class Dashboard on
the Lessons tab. The icons that display next to each lesson plan allow you print, edit,
reschedule, and remove the lesson plan from a class.

Assignments T Float Aﬁign.T Lessons
Go gver pages 471 through 480 é—é— Opens the Lesson Plan View and Print windows.
10419/2006 - 10/19/2006 8 x
Go over pages 451 through 490 & & — Opens tie Lesson Plan Maintenance screen
10/20/2008 - 10/20/2008 8 x to edit lesson plan texi.
Go over pages 491 through 500 & £
10/23/2006 - 10/23/2006 a - —— Removes the losson schedule from a class,
but d t delete the L Plan.
Go over pages 501 through 510 S £ s ot (alslt the Sasson Han
1072472008 - 10/24/2008 85— tpens the Reschedule a Lesson window.

Numerous tools are available in the Text Editor to format and edit lesson plan text.

Template | | Style * | | Faont | | Size W B

I O
= (A &(@ 0| — & O

T

Manage Templates c'l% E | o= * g: i= ‘EE

I?Note: Text Editor functionality may vary depending on the browser being used.

Create Lesson Plans

1. Onthe Teacher Home Page, click Enter Lesson Plans.

2. On the Lesson Plan Maintenance screen, type the name of the lesson plan in the

Title field.
3. Type your lesson plan text.
4. Click Save.

Optional steps
You may perform any of the following optional steps when creating a lesson plan.

e Toinclude private notes that cannot be viewed by any teachers with whom you
share lesson plans, type text in the Private Notes text box.

e To associate the lesson plan with a specific subject, select it in the Content Area
list.

e To assign the lesson plan to a specific grade level, select it in the Grade Level
list.

BNote: Assigning a content area and grade level makes searching for lesson plans
much easier. If you have selected a content area and grade level while creating the
lesson plan, it displays in the search results.

e To associate the lesson plan with a specific category, type a name describing the
lesson plan in the Enter a New Unit field or select a previously-created unit
from the list.
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Lesson Plans

the Share? list. (Click the Setup Lesson
teachers with whom you want to share.)

To share the lesson plan with other teachers, select With teachers in my list in

Plan Sharing link to designate the

WWWMM

Grade Book | Special Services | Help | Logout

Lesson Plan Maintenance

Title: [Everyday Math

emplate v |[Style | [Font

nage Templates B ¥

R
|

Estimated Duration:

CQne week

Lesson Summary:

Read pages 610 through 620 in chapter 6 and answer questions 3-9 regarding the use of
math concepts in everyday life

Private Notes (can not be viewed by others).

Save

Spell Check

May need to give students more time

to complete the project.

The follawing information is o

ptional but is recommended for searching and sharing lessons,

Content Avea: | Mathematics

."l Grade Lavel ‘ Grade Ten ."‘

Select a Unit: | Practical Application % | or Enter a New Unit l:l

Sumrmary:

Read pages 610 through 620 in chapter B and answer guestions 3-9 regarding the
use of math concepts in everyday life.

Author: |Mvs J Teacher!

Share?: | With teachers in my list ¥

Sawe
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Lesson Plans

Add standards to lesson plans
1.
2.

On the Lesson Plan Maintenance screen, click the Add Standards link.

On the Add Standards window, verify that the correct subject of the lesson plan
displays in the Content Area list or select it.

Verify that the correct grade level displays in the Grade Level list or select it.

Click the check box to the right of each academic standard you want to assign to
the lesson plan.

e http:/fdevelopment. progresshook. software-answers.com/?LID=38626356C=3453GG=38 - Standards Selec -... El@lgl

Add standards

~| Grade Level

Content Area: | OH: Mathematics

I Use right triangle trigonometric relationships to determine lengths and angle measures. &S
S04. Patterns, Fi and Algeb
A Generalize and explain patterns and sequences in order to find the next term and the
B Identify and classify functions as linear or nonlinear, and contrast their properties using tables.
graphs or equations.
01. Define function formally and with f{x) notation. (10)

02. Describe and compare characteristics of the following families of functions: square root,
cubic, absolute value and basic trigonometric functions: e g . general shape, possible number
of roots, domain and range. (10)
C_ Translate information from one representation (words. table, graph or equation) to another
representation of a relation or function.
D Use algebraic representations, such as tables. graphs, expressions, functions and inequalities. to
model and solve problem situations.
03. Solve equations and formulas for a specified variable; e.g., express the base of a triangle in
terms of the area and height. {10)
Use algebraic representations and functions to describe and generalize geometric properties

A cmlbimm ki

&l

04.

<

~*O|gojojo

Add selected items

Click Add Selected Items.

The standards display under Standards Connection on the left side of the Lesson
Plan Maintenance screen.

ogessB:
by Solfware Answers, Inc.

Dashboard | Back

Grade Book | Special Senvices | Help | Logaut

Lesson Plan Maintenance

Practical Application: Everyday Math

Lesson Info. | | Schedule |
Standards Connection  Add Standards.

|S04. Pattems, Functions and Algebra

Title: [Everyday Math

|A_Generalize and explain patterns and - [Tempiate || [stle [ [Font B I U
in order to find the next term and the J— B|S| < %= A > @es|— @O

B. Identify and classify functions as linear or
Inonlinear, and contrast their properties using Lesson Plan Summary
ables. graphs or equations

01. Define function formally and with f{x) %

Inotation_ (10}
02_ Describe and compare characteristics of the
following families of functions: square root. cubic,
labsolute value and basic triganometric functions; X
le.g.. general shape, possible number of roots,

[domain and range_ (10

Schedule the L esson
Preview the Lessan

Print the Lesson

Add a New Lesson

Copy the Lesson

Copy the Lesson Standards

Read pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts
in everyday life.

Estimated Duration- 1 week

Instructional Procedures:

Required Materials:

I?Note: You can easily remove standards from a lesson plan. Click ¥ (blue X icon)
next to the standard you want to remove on the left side of the screen.
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Lesson Plans

Schedule lesson plans

1. On the Lesson Plan Maintenance screen, click the Schedule tab.

2. On the Lesson Plan Schedule screen, click B next to the Start Date field to
select the date to begin using the lesson plan or type it in the field.

3. Click B next to the End Date field to select the date to stop using the lesson
plan or type it in the field.

Select the class(es) the lesson plan is scheduled to be taught in.

Click Schedule the Lesson.

View the class(es) and dates in which the lesson plan is scheduled to be taught.
Click Save.

Click the Dashboard link to return to the Class Dashboard.

© o N o g &

View the new lesson plan on the Lessons tab.

Grade Book | Special Sves | Help | Logout

ﬁjsxolmmmweﬁz&ﬁm Lesson Plan Schedule

Lesson Info. T Attachments T Schedule 1

Enter dates, then check the classes that

Id like to schedul
S I T This lesson has not been scheduled yet.

Start Date: [07/17/2006 i Use the area on the left to schedule the lesson.
End Date: [07/19/2008 =

Algebra 2: 01
Algebra 2: 02

[ English Gr11:01
[] English Gr11:02
[] math-Gro2: 0
[ Reading- Gr02:01

Schedule the Lesson

Grade Book | Special Sves | Help | Logout
by Software Answers, Inc A Lesson Plan Schedule

Lesson Info. T Attachments T Schedule 1

O

O

Enter dates, then check the classes that

This lesson is scheduled to be taught in the following classes:
you would like to schedule.

Start Date: |7/17/2008 = \Algebra 2: 01 TG | B 7192008 | R O
End Date: |7/19/2006 B lalgebra 2 02 TN72006 | B 7H92006 | @R O

Algehra 202

[] English Gr11:01
[ Enalish Gr11:02
[] Math-Gr02:01

[ Reading- Groz:01

Schedule the Lesson

The lesson has been scheduled

O

B?Note: You can also schedule the lesson plan by clicking the Schedule the Lesson link

on the Lesson Info tab.
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Lesson Plans

Print lesson plans

You can print a lesson plan by clicking the Print the Lesson link on the Lesson Info tab
of the Lesson Plan Maintenance screen or by clicking the printer icon on the Lesson tab
on the Class Dashboard.

Lesson Plan Report

The Lesson Plan Report options allow you to print lesson plans for a range of dates with
or without the academic standards. In addition, there are options for reporting the number
of times each academic standard has been reinforced through the lesson plans.

Run Lesson Plan Report

1. On the Teacher Home Page, select Lesson Plan Report in the Reports list.
2. Click Run.
3. On the Lesson Plan Report screen, select the class(es) on which to run the report.
4. Select the appropriate period.
5. Select the appropriate report version.
6. Select the desired output format.
7. Click Run the Report.
8. View the report and save or print it, if desired.
9. Close the report window.
10. On the Lesson Plan Maintenance screen, click the Grade Book link to return to
the Teacher Home Page.
rade Bk | Spacil Sevices T o T Togom
Select class(es): e

Algebra 2. 01 (Teacher29, Teacher B)
Algebra 2- 02 (Teacher29, Teacher B)
English Gr 11- 01 (Teacher29, Teacher B)
English Gr 11- 02 (Teacher29. Teacher B

Math - Gr 02. 01 (Teacher29, Teacher B
Reading - Gr 02 01 (Teacher29, Teacher B)

Select Dates: Select the i Select the Output Format:
Select a Period: © Lesson Plan Detail with standards @©PDF
oal (232 © Lesson Plan Detail without standards O Excel
(= St O Lesson Plan Summary with standards QTIFF
Enter a Range: O Lesson Plan Summary without standards ORTF
Start Date: I:l @ Content Taught (Listing taught standards)
O Content Taught (Listing all standards)
Enavate [ ] © Content Not Taught

Run the Report

BNote: Content Taught report options display the total number of times each academic
standard has been reinforced through the lesson plan. The Content Not Taught
option displays a list of standards not reinforced in the selected time period.
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